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SCHEDULING REPORTS IN INFOADVANTAGE

Overview

Some infoAdvantage reports may take a while to run online or may time out. Users have the option to
schedule reports in infoAdvantage to run automatically without having to wait for the report to run on
screen. Reports can be sent to other users via email in Excel or PDF formats.

Reports cannot be scheduled from the Statewide Reports folder. Only reports in the Department On
Demand Reports folder can be scheduled. A shortcut cannot be scheduled if it is linked to a Statewide
Report. In order to schedule a Statewide report, the report must be copied and saved in the Department
On Demand Reports folder.

Scheduling a report will create an instance of the report. These instances are the report results after
promptinput.

Begin Scheduling
Right Click on the report m
5 View

and then choose Schedule

N FIN- \iew Latest Instance pet
This will open a new
: : ; ¥ | FIN- Properties i
window with the following e
ions: ¥ | FIN-
options: View Lineage Ice
# | FIN- View Metapedia Terms pd_
¥ | Form
Modify
® |0 o i
pel schedule 5” in
Mobile Properties
History
Instance Title (Report  © ciiiiuie — Fin Az AP-N3380 Quarterly Expenditure Comparison Report
Name/Title) |
Schedule Instance Title

FIN-AZ-AP-N338q Quarterhy Expenditure Comparison Report

Defaults to the original report name. Instance report name/title can be
changed. The instance title does NOT rename the report itself.
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The recurrence Schedule — FIN-AZ-AP-N338q Quarterly Expenditure Comparison Report

frequency determines

. Schedul Recurrence
when the report will i

- Run object: | Once v
Instance Title
be run. It can be run Object will run once only.
once or it can Start Date/Time: |12 ¥ || 08 ¥ || PM ¥ ||2/26/2018 i3]
schedule to run in the Prompts End Date/Time: |02 v |51 v |[pM v |[2/2/2028 =
Formats
future, or even to run )
. . Caching
on a recurring basis.
Events

Default to Now to run
the report
immediately.

Scheduling Server Group

Destinations

Example scheduling a
report for a specific
time:

Recurrence

Example Of SChedU“ng Run object: |Ca|endar i

ifi . IHard Close
a report for a specific T"“"Jﬁum © oreciation I(ed calendar.
calendar structure. B soft Close

Description: Each date is one business day after the scheduled soft close date posted on the GAOQ website home page.
Reports can be

Start Date/Time: [ 09 v|[51 v][aM v|[6/16/2020 iz
scheduledtorunona End Date/Time: [12 | [28 | [PM v [6/1/2029 i
recurring basis based = 2020 - 2021 =5/ [ Run Days
on Hard Close, June 2020 July 2020 August 2020

SuMo TuWeTh Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
Quarterly 12 3 45 & 12 3 4 1
Depreciation, or Soft 7 8 9 10111213 5 6 /7 8 9 1011 2 3 4 5 6 7 8
Close. 14 15 16 17 18 19 20 12 13 14 15 16 17 18 9 10 11 12 13 14 15

21 22 23 24 25 26 27 19 20 21 22 23 24 25 16 17 18 19 20 21 22

28 29 30 26 27 28 29 30 31 23 24 25 26 27 28 29

30 31

Note: All reports need to complete running by 8pm or else they will
timeout and may show partial results.
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Prompts

These are the filters that may be required (optional prompts indicated) before running the report. Enter
the prompts by clicking on Prompts in the left menu and then clicking the Modify button. Prompts often
take a few moments to appear, please be patient. The normal prompt input window will come up and
the prompt responses may be chosen from there. Ensure all required prompts are completed. When
there are no prompts in a report, the Modify button will stay grayed out and will not allow a user to
select it.

w Schedule Prompts
| Modify| /alues for: FIN-AZ-AP-N338q Quarterly Expenditure Comparison Report

Instance Title

Enter Fiscal Year:
Recurrence Enter Comparison Fiscal Year:
Bigmpis, Enter Fiscal Quarter:
Bilbiedd) end Enter Department{s):
Formats Enter BFY(s):

Enter Fund Group(s):
Caching Enter Fund(s):

Enter Sub-fund(s):
Events Enter Object Class:
Scheduling Server Group Enter Cbject:
Destinations

Note: Patience needed during this step, prompt list and options may take a minute to
load.

Lv = f e e LIS S8 :’:: A
Instance Title
Recurrence X
Formats * Department Type values here
Caching | Refresh Values & >
i Department ]
Scheduling Server Group ;'Q ABA
Destinations Q z: &
‘,0 CBA
I CTA
{ D1A
lo EBA
'@  Encumbrance Doc Code EDA
'@  Encumbrance Doc ID HCA v
| HEA
feme AFAOAA A AD -
Schedule | |Cancel| WV
< >

After entering prompts, select Apply in the bottom right section (may need to scroll down) of the
Prompts window and ensure you see all the prompt inputs on the screen before moving to next step.

Note: Completing this information enables the use of InfoAdvantage Report FIN-AZ-AM-N627
Assets Purchased with Federal Dollars. Refer to QRG Assets Purchased with Federal Dollars for
more information.
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Schedule - FIN-AZ-AP-N348 Open Encumbrance Details 2 EX

ort
v Schedule

-
@  Appropristion Department < AL
Instance Title @ um ABA
Py APA A
Recurrence Major Program ATA
@ Program CBA
@ e CTA
Formets ©  Function o
Caching @  Encumbrance Doc Code EDA
Events @  Encumbrance Doc ID HCA v
HEA
Scheduling Server Group June 16, 2020 2:15:48
Destinations PM GMT-07:00
-
* Required prompts
[hepy ||| cancel
Schedule | | Cancel |V
< >

Note: If you do not click Apply after loading prompts then report will fail.

Select the desired output format. Available options are Web Intelligence, Microsoft Excel, and Adobe
Acrobat (PDF).

This is not available to interactive users.

This has not been configured for interactive users. Please do not use this option.

This is not available to interactive users.

Select the desired destination. Available options are Default Enterprise Location and Email. All other
scheduling destinations are currently not available to interactive users.

The destination by default is set to Default Enterprise Location. Scheduled instances run with the
Default Enterprise Location can only be viewed by right clicking the report and choosing History.

WView

| FIN- Det
Wiew Latest Instance

# | FIN- it
Properties ™

* | FIN- e
View Lineage

# | FIN- od
View Metapedia Terms

| Form
Modify

* | Oper idin
Schedule
Mobile Properties
History
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Setting the destination to Email allows users to send reports to their Email inbox for further analysis.
Scheduled instances run with the Email destination should be formatted in Microsoft Excel or Adobe
Acrobat for viewing outside of infoAdvantage. Enter your email address in the From section and the
recipient’s email address in the To section. Subject and Message are optional.

Schedule Destinations
Destination:
Instance Title

Recurrence
Keep an instance in the history

Prompts [] use default settings

Formats From: your.emaili@azdoa.gov Add Placeholder v
Caching To: recipient.email@azdoa.gov Add Placeholder v
Events e

Add Placeholder v

Add Placeholder v
Emailed Report from infoAdvantage Add Placeholder v

Bec:
Subject:
Message:

Scheduling Server Group

Add Attachment
File Name:
(®) Use Automatically Generated Name
(") Use Specific Name
/| Add File Extension
[]Enable 55L

Add Placeholder v

Finish scheduling the
report by clicking
Schedule in the
bottom right-hand
corner. The History dialog box will open, the instance will show as Pending or
Recurring status depending on how the report was scheduled. When

the report is processing it will be in a Running status; when the report is
complete, the status will change to Success.

| Schedule | | Cancel |
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Opening History
The History dialog box can be re-opened by right clicking on the report and then selecting History. Five

instances of the scheduled report will be retained, which can be viewed at a later date. Reports should be
exported and saved outside of infoAdvantage and instances deleted from History if no longer needed.

Click on any of the report

View = | Organize ~ | Send = More Actions =
Titles to view that
scheduled report. =] :
|In5tanoe Time * Title Status
Note: Individual [® | 3ul26, 2020 9:34 AM ADA_FIN-AZ-GL-N457 Open Transfers by Initiating D¢ Success
report instance limits ® | un26, 2020 7:02 am ADA_FIN-AZ-GL-N457 Open Transfers by Initiating D{ Success

= May 26, 2020 7:03 AM
B | apr26, 2020 10:18 AM
Mar 26, 2020 7:04 AM

can be increased tO ADA_FIN-AZ-GL-N457 Open Transfers by Initiating D¢ Success

more than 5 by ;
sending a request S
and reason to
AFIS.Reports@azdoa.

gov

ADA_FIN-AZ-GL-N457 Open Transfers by Initiating D¢ Success
ADA_FIN-AZ-GL-N457 Open Transfers by Initiating D¢ Success

Mar 23, 2020 10:13 AM ADA_FIN-AZ-GL-N457 Open Transfers by Initiating D¢ Recurring

View Latest Instance
To view the most recently

completed scheduled m Vi =. i

W
report, right click on the Ll get
re:port and then select * | FIN- Properties wm
View Latest Instance. The ¥ | Fn- iz
report will open with the View Lineage
. # | FIN- od_
last scheduled instance. View Metapedia Terms
* | Form
Modi
| Oper fy idin
Schedule
Deleting Instances
To delete an instance of a Title Status

scheduled report, from
the History dialog box
right click on the instance
and select Organize and
then Delete.

WAFIS — Internal Use Only

FIN-AZ-AP-M338q Quarterly Expenditure Comparison Repart
FIN-AZ-AP-M338q Quarterly Expenditure Comparison Report

FIN-AZ-AP-N338q Quarterly Expenditure Comparison Report

FIN-AZ-AP-M338q Quarterly Expenditure Comparison Repart

FIM-AZ-AP-N338g Quarterly Expenditure Comparison Report

Success

Success

Delete
Send >
Fun Now

Reschedule

Document Link

Note: When a user is removed from infoAdvantage, any recurring
reports that the user had scheduled will no longer run and will
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need to be rescheduled by another user. See Rescheduling
Instances below.

Updating Recurring Instances

Reoccurring scheduled EM
instances may need to be

View
. FIN- Det
adjusted to update w View Latest Instance
i ¥ | FIN- it
prompts or c‘hange' email Properties m
addresses. Right click on ¥ | FAN- - ice
the report and then select View Lineage
) ) # | FIN- od_
History to view the View Metapedia Terms
recurring instance. | Fom )
Modify
| Oper idin
Schedule
Mobile Properties
History

Rescheduling Instances After User Departure

When a user leaves an agency, the user account is removed from infoAdvantage, all of the users
scheduled reports will fail with error “Object failed to run due to insufficient security privileges”. When a
user is leaving an agency, it is best to have an active agency user reschedule any reports to ensure all
reports generate successfully.

Right click on the report History — Archive_new

and select History to view L o | rre—r——

the departed user’s - - D i

instances. Select an [ Reschedule

A . Instance Time ~ Title Status
InStance Wlth a Success Or ‘p Jul 23, 2020 8:32 AM Document Link Archive_new Success
Recurring Status. With the Jul 8, 2020 4:03 PM Archive_new 15 Success
instance highlighted select
the More Actions menu at

the top of the navigation

bar and select

Reschedule.

Schedule the report by

following the direction Reschedule ?;DATEEECE existing schedule

under Begin Scheduling Instance Title () Lreate new schedule from existing schedule

Instance Title. When using

an instance with the

Recurring Status, select

the Replace existing Formats

Recurrence
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Schedule from the Replace
tab.
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